
 1 

Home Page 
 Whenever you click on the Home key it will bring you to this page… 

 

 
 

Functions from the home page 
 See all my veterans 

o By clicking this it will take you to a mass list of all the veterans assigned 

to you in your county. 

 Claims office scanned documents report 
o In the drop down menu after for: you will select your county. You will 

then pick a from date and a to: date. 

o Then click on Submit. This will run a report of all scanned documents 

uploaded into Vetraspec from veterans in your county between the dates 

you selected. 

o This is essentially how you will check your mail. It will bring up any 

letters your veterans have been sent from the VA in the time period you 

selected.  
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 Claims 

o This will take you to a screen that will ask you a few search options to find 

recent claims you have submitted via the Package a Claim function on 

Vetraspec. It will allow you to see what has been done for each claim you 

have submitted. It also allows you to see any feedback left from the claims 

office about any issues that may have arisen in the process. 

 My Calendar (Optional) 

o This will take you to a fillable calendar you can use if you wish. 

 

 Resources 

o This will take you to a screen that will allow you to search the full text 

version of both the 38CFR and the M-21-1MR (the VA’s Manual for 

Operations) 

 My Tasks/Control Panel 
o You will not be using these two functions on the county level. 
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Add Page 
o Whenever you hit the Add key it will bring you to this page… 

 

 
 
o You will use this page whenever you want to add a new veteran into Vetraspec. 
o You will go box by box putting in the asked information for the new veteran.  

o Ex: Social Security/File Number, DOB, etc. 
o When you click on Submit at the bottom it will create the new veteran a page 

(shown below) where you can add additional information such as military service, 

dependent information, and/or any pending issues you may want to add to the 

veteran’s page. 
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New Veterans Page 
o The newly created veterans page looks like… 

 

 

New Veterans Page (Cont) 
o We will now go step by step through each tab available at the top of this page. 

o We will start with the bottom line of tabs. 
 

Quick Overview 
o The Quick Overview page is shown above… 

o This will take you to a page that gives a general overview of the veteran.  

o On the left side this page shows a demographics overview that shows the 

veterans address and phone number, along with any notes left on that particular 

veteran. 

o Also it shows both the CVSO for the veteran and the Claims Office Person in 

Sioux Falls that the veteran is assigned to. 

o Finally it shows the last communication done with the veteran. 
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More Details 
o This will take you to a page that contains a bit more in depth overview of the 

veterans demographic information. 

o It shows death information if applicable, along with alternative claimant 

information if the veteran is not the claimant. (EX: Widows Pension, DIC, etc) 

 Note: If you click on Edit on any of these overviews it will take you to a 

page that will allow you to edit/update any information in the veterans file. 

o The More Details page is shown below… 
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Military Service 
 This will take you to a screen that shows the military service details of the 

veteran. 

 The Military Service screen looks like… 

 

 

 
 

 This screen shows dates of service, character of service, Rank, Etc. 

 To edit the veterans military record you can click on EDIT THIS RECORD in 

the top left hand corner of the screen. 

 If you need to add another period of service to the veterans record you can click 

on ADD A NEW RECORD. 
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Current Ratings 
 This will take you to a screen showing the current ratings of the veteran. 

 When creating a new veteran this will be blank and look like this… 

 

 

 
 

 If you want to add a rating you click on the ADD A NEW RATING tab in the 

upper right hand corner. 

o NOTE: This is usually already input for you by the Claims Office. 
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 When looking at an existing veteran who is already service connected for multiple 

conditions, the Current Ratings screen will look like… 

 

 
 

 This goes into detail about each disability, the % rated, the effective date of the 

rating, and any notes about the condition. 

 This screen also shows the combined rating % in the upper left hand corner. 
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Pending Issues 
 This will take you to a screen that shows the pending issues of the veteran, both 

open and closed. 

 For a new veteran this screen looks like… 

 

 
 

 If you want to add any pending issues for this veteran you will click on Add in 

the upper right hand corner. 
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 When you click on Add the following screen will appear… 

 

 

 

 

 You will add each issue on the left hand part of the screen (Circled Above)  

o Each issue that goes in will be for a particular condition. 

 EX: Tinnitus, Depression, Headaches 

 You will then enter additional information on the right hand side of the screen, 

such as… 

o Recipient (Veteran, Spouse, Etc.) 

o Original or Re-Opened (Original for new claim, Re-Opened for increase 

etc.) 

o Closed (Yes or No) (Should always be No for ongoing issues) 

o Date Filed (Date you filed the claim) 

o Status (In progress, Favorable, Non-Favorable, etc) (Should always be In 

Progress for ongoing issues) 

o Notes (Any other info you want added in the pending issue.) 
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 The other information such as… 

o Rating Received 

o NOD Filed 

o SOC Received 

o Form 9 Filed 

o Remand 

o BVA 

 These will all be entered by the Claims office staff only upon the rating of the 

veterans claim. 

 An example screen of what it should look like when you add pending issues is 

shown below… 

 

 
 

 As you can see above you will only fill out the information you know, once you 

have submitted all this information you will click on Save 
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 After selecting save the following screen will appear… 

 

 
 

 The pending issues screen will now show a box for each condition you have 

named in the previous screen.  
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Open/Closed Issues 
 There are two types of pending issues, open and closed 

 First we will look at open pending issues 

o An open pending issue is an issue that is current and ongoing. 

o Examples of this are new comp claims, files for increase, active appeals, 

or any issue that is currently active in the VA system. 

o These open pending issues appear at the top of the Pending Issues screen 

in the dark green box. 

o An example of an open pending issue is circled in the screen shown 

below… 
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 We will now look at closed pending issues. 

o A closed pending issue is an old issue that has already been resolved. 

o These can be favorable or non-favorable 

o The reason we have these old closed issues is to give us the ability to look 

at what the veteran has filed a claim for in the past. 

o These closed issues will show both favorable conditions (conditions 

granted service connection) and non-favorable conditions (conditions not 

granted service connection) 

o Closed pending issues appear below the open pending issues in the lighter 

green boxed in area of the Pending Issues page. 

o An example of what a closed pending issue looks like is circled in the 

screen shown below… 
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Financial Assistance 
 We are not currently using this tab 

 

Payments 
 This will take you to a screen that shows  the up to date payment information of 

the veteran 

 The Payments screen looks like… 

 

 
 

 This screen shows the amount that the veteran receives monthly. 

 It also shows the start date of the payment along with the type of payment 

received (Compensation/Pension) 

 This screen also shows any retroactive payments the veteran has received in the 

last year. 

 The Claims Office staff members are the only individuals authorized to edit 

payment information on veterans. 

 CVSO’s will only be able to view the payment amounts. 
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Dependents 
 This takes you to a screen that shows the dependents of the veteran. 

 When you click on the Dependents tab the following screen appears… 

 

 
 

 On this screen you can see the veterans dependents… 

o Name 

o Relationship (Spouse, Child, Etc.) 

o DOB 

o Social Security Number 

o Other important dates (marriage, death, etc) 

 If you want to add a dependent you will click on Add in the upper right hand 

corner of the screen. 
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 When you click on Add the following screen will appear… 

 

 

 
 

 On this screen you simply add all known information in the dependent. 

 When you are finished you will click on Add which will save the new dependent 

in the veterans page. 

 Please note that even if you add a dependent in Vetraspec you will still need to 

notify the VA of the new dependent. 
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Communication 
 The Communication tab is one of the functions on Vetraspec you will use the 

most. 

 It is a way for you to stay in contact with the claims office that has been done on 

your claim. 

 It is also an area on each veterans page where you can leave yourself notes as to 

what you have all done with the veterans claim. 

 After clicking on the Communication tab the following screen will appear… 

 

 

 

 

 There are numerous different types of communication you can use. They are 

located in the circled area above. 

 When leaving communication feedback you will choose one type of 

communication from the circled area, then you will type your message into the 

text box.  

 Once you have the message typed in the text box you will click on Submit. 

 The Communication you have left will be saved at the bottom of the 

Communication screen. 
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 An example of what saved communications look like at the bottom of the screen 

is… 

 

 
 

 This part of the screen shows all activity that has been done on the veteran 

recently. 

 It shows the date and time the action occurred, and who entered the 

communication. 

 It also shows the type of communication 

o Ex: Forms that were filled out, Office Visit, Phone Calls, and Transmittals 

sent Etc. 

 The communication detail shows either the message left or the form number that 

was filled out.  

 As you can see this portion of the page allows you to read through and get up to 

date with all that has been done with the veteran.  

 You can read and leave any notes you find relevant. 
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 Vetraspec will always save the most recent communication and have it show up 

on the Quick Overview page 

 This will look like… 

 

 

 

 

 

 

Records 
 We are not currently using this tab in Vetraspec 

 

 

Financials  
 We are not currently using this tab in Vetraspec 
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Package a Claim 
 This is the feature that you will use to submit claims through the Vetraspec 

system. 

 The screen that appears when you click on the Package a Claim tab looks like… 

 

 

 
 

 This screen allows you to pick the forms you want added into the claim you 

will submit.  

o NOTE: Only the forms you have completed and saved in Vetraspec 

will appear in this window 

 You will then check the forms you want added in the claim. This screen also 

gives you the option to attach any scanned documents you may want to add to 

the claim. (Birth/Marriage/Death Certificates etc.) 

 Finally, this screen will allow you to write ant message you want to give to the 

claims office that is pertinent information to the claim you are submitting.  

 

 The following screen is an example of what it will look like when you are 

ready to submit the claim… 
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 As shown above, once the desired forms/documents are selected and a brief note 

explaining the action you want taken is given, you click on Send. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 To check the status of this new claim or any other claim you need to go back to 

the Home page… 
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Click on Claims 

 This will take you to a screen that will ask you a few search options to find the 

recent claims you have submitted via the Package a Claim function in Vetraspec. 
 

 

 

 

 

 

 

 

 

 

 

 

 The screen that appears when you click on the Claims tab looks like… 
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 This page will allow you to choose from a variety of search options to filter the 

claims you want to check on. 

 The search options are… 
o Submitted by county 
o Received by SDVA 
o Need more information from county 
o Filed by SDVA 
o Rating Received by SDVA 
o All Claims 

 Once you have the desired search filter options you want selected you can click 

on the Submit button. 
 

 

 

 

 The screen that appears when you click on the Submit button looks like… 
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 As you can see above, this screen shows the name and file number of the vet. 

(Boxed out for privacy reasons) 

 It also shows the date the claim was packaged and current status of the claim. 

 The notes section shows any notes left by either the CVSO or claims office 

employee.  

 You can also see the county the claim came in from and the CVSO of the 

respected county. 

 You can see who the claims officer is who is working the claim in Sioux Falls. 

 Finally, under the Action section you can edit, delete, or print the claim status out. 

o NOTE: The claims office staff are the only users who are authorized to 

delete claims. 
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Notes 
 

 Once you have submitted your claim via the 

Package a Claim function it will automatically be 

assigned to Lucy in the Sioux Falls claims office. 

 Lucy then will assign the claim to a service officer. 

 If there is any more information needed or the 

service officer has any questions on the claim they 

will send it back to you to fix or add more 

information. 

o NOTE: This is why it is important for you to 

check the status of the claims you have 

submitted to see if more is needed from your 

office. 

 Once the claim is sent back the service officer will 

then print out the claim in Sioux Falls and submit it 

to the VA for adjudication. 

 

- The Package A Claim function is only 

intended to be used for veterans who are 

residents of South Dakota and have their 

POA through one of the service 

organizations the SDDVA 

represents.(Not PVA or DAV) 

 Retired Enlisted 

 SDDVA 

 VFW  

 American Legion 

 Military Order of the Purple Heart 

 Blinded Veterans Association 

 Non-Commissioned Officers 

Association 

 American Ex-POW 
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My Vets 
 When clicking on this tab you will be taken to a screen that shows a list of all 

veterans assigned to you in your county. 

 

 

Veterans Page (Cont) 

 We now will look at the top row of tabs on the veterans page. 
o We will start from right to left. 

 

 

My Tasks 

 You will not be using  this tab in Vetraspec 
 

 

Calendar 
 This will take you to a fillable calendar you can use if you wish. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 28 

 

Forms 
 When you click on the Forms tab the following screen will appear… 

 

 

 
 

 On this page you will be able to complete a broad number of forms available. 

 The forms listed on the left side of the screen are blank and new. 

 Once you click on the desired form it will pop up in a new window. 

o Vetraspec will automatically pull any information over into the form that 

you have already put into the veterans page such as… 

 Name 

 DOB  

 Social Security Number 

 Military Service 

 Dependents 
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 Once you are done with the form you can either print it now or save it to complete 

it later. 

 You will have these two options at the bottom of the form. 

 This looks like… 

 

 

 

 

 

 If you click on save this form and print it now a widow will appear with a print 

preview of the form. 

 You will then just need to select Print and select the desired number of copies. 

 If you click on save this form and complete it later Vetraspec will save the form 

as you have completed for you to complete at a later time. 

o Even if you are done with the form you can use this function to save the 

completed form in the forms page. 

 

 

 

 



 30 

 

 The completed and saved forms appear on the right side of the forms page. 

 An example of these forms is circled in the window below… 

 

 

 

 Once these forms are saved they appear on the right side of the Forms screen. 

 Vetraspec shows you the… 

o Form # 

o Date Printed (Even if you haven’t printed the form the date will be when 

you last edited the form) 

 You can also edit the form, print the form, or delete the form if you wish. 

o Note: Once you delete a form you there is no way to recover it.  

 All forms that show up saved on the right side of this screen will be available to 

you to use in the Package a Claim function of Vetraspec. 

o Note: You can complete the form, save it, then go to the Package a Claim 

tab and submit it to the claims office. 

 If you have issues with the forms page it is important to call the claims office for 

assistance, they can see what you have saved and may be able to talk you in the 

right direction if you are having issues finding a form. 
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Reports 
 When clicking on the reports tab Vetraspec takes you to a page that allows for a 

number of different reports to be run to give you general information on the 

veterans in your county. 

 When you click on the Reports tab the following screen will appear… 

 

 
 

 As you can see there is a variety of different reports that you can choose from. 

 These reports give you a way to track what is going on in your county. 

 You can check on all pending issues you have going, total retro amounts, total 

monthly award amounts, Etc. 

 You can use all these reports or none of them; it is simply a feature for your 

convenience if you wish to use it. 

 

 

 

 

 



 32 

Documents 
 This page shows all documents that have been uploaded to the veterans page.  

 Generally the documents in this page are letters the veteran has received from the 

VA at some point in time.  

 The letters are labeled as… 

o Development Letter mm/dd/yyyy  (These are typically letters that are sent 

to the veteran prior to the rating decision) 

o Rating Decision mm/dd/yyyy  

o Rating Decision Codesheet mm/dd/yyyy (This shows all conditions the 

veteran is service connected for, also any conditions that the veteran has 

put in for but was denied) 

o Notification Letter mm/dd/yyyy (These can be a variety of letters from the 

VA such as Drill Pay Adjustments, Benefit Summary’s, Etc.) 

 Other documents in this area can be forms that you have filled out by hand with 

the veteran, and then scanned into Vetraspec. 

 For an existing veteran this screen will look something like… 

 

 
 From this screen you can click on the desired document which will appear in a 

new window for you to view. 

 You can also delete an unwanted document from this page by clicking Delete. 
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Uploading Documents into Vetraspec 

 We will now go through a step by step process of how to upload documents 

into Vetraspec. 
 

 

1. You will scan the desired document into a temporary location file. 

o You can create a Scanned Documents folder on your desktop to save your 

scans into. 

2. Once you have scanned the document, rename the file so you know what it is. 

3. Once the file is saved you will go to the Documents tab in Vetraspec 

o Once you click on Documents, the following screen will appear… 
 

 
 

 As you can see there are three steps to uploading the document. 

o Step 1: In this block you will give the file a descriptive name, a list of 

examples of how to name files is listed below. 
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Reference Sheet – How to Label Scanned/Uploaded Documents 
 
County: 
 

Forms: Use the VA form Number followed by the date it was filled out. Do not use 

special characters other than _ 

 

Examples:  

VAForm21526_06JAN16 

DD214_09APR16 

 

If you are uploading miscellaneous documents just name them accordingly. Be 

descriptive when possible.  

Examples: 

210781_2July2016 

PTSDstatement2July2016 

MedicalRecords2July2016 
 
 

 Step 2: In this block you will click on browse, this will make a window pop 

up where you will find the folder you saved your scan into and double click 

on the file you want uploaded.  

 Step 3: Once you have the correct file in step 2 you can click on Upload in 

step 3 

o This will upload the document into Vetraspec. 

 

 

 

 NOTE: Everyone’s scanner is set up differently in each respective county, 

consult your field officer for help in setting up your scanner, and/or uploading 

files. 

o As always, the claims office is always available to answer any 

questions you may have. 
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Resources 
 This will take you to a screen that will allow you to search the full text version of 

both the 38CFR and the M-21-1MR (the VA’s Manual for Operations) 

 

Email 
 This takes you to an email system inside Vetraspec. 

o As of now we are not using this, we will continue correspondence via 

email through your current email address. 

 

Add 
 To learn the functions from the Add page, refer to page 3. 

 

Search 
 When you click on search the following page will appear… 

 

 
 You can search for a veteran using either the veterans… 

o Social Security Number 

o Last Name 

o First Name 

o VA Claim Number 
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Tabs 

 
 We have now reviewed what happens when you click on each of the tabs in 

Vetraspec. 

 This is a basic guide to each of these tabs and the functions available on each 

page. 

 Remember if what you want accomplished is not pointed out in this guide, you 

can and should direct any and all questions to either your field officer or the 

claims office in Sioux Falls. 
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Adding Electronic Signatures onto Forms in Vetraspec 
 

 

 The following will guide you on the process of getting a veterans electronic 

signature from the pad onto the form in Vetraspec. 

 First you will click on the Signature pad icon on your desktop. 

 Upon clicking on this the following screen will appear… 

 

 
 

 Once this screen appears you can click on Sign 

 After clicking sign you will have the veteran sign the pad 

 Once the veteran has signed you click on Create Image 

 After doing this you can close the Sigtool  program. 
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 Next you will go to your Signatures file, or the file location you have set up to 

send your electronic signatures to. 

 Once in this location you will find the signature you just saved and rename it to a 

file name that you will be able to identify the signature with the veteran. 

o A good name would be the last name of the veteran followed by their last 

four. 

o EX: DOE1234 

 You can now close out of this folder. 

 You will now go to the form in Vetraspec that you want to insert the signature 

into. 

 You will then scroll to the bottom of the form where the signature will go, this 

screen will look like… 

 

 
 

 Once at the bottom of the form you will click on Browse 

 After you have clicked on this a new window will open 
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 This new window will look like… 

 

 
 

 You will now click on the drop down menu and find the file that you saved the 

signature into earlier. 

 Once you have found the signature you will double click on it. 

 This will insert the electronic signature into the form. 

 The last steps are selecting either, save this form and print it now or save this form 

and complete it later. 

 This will save the signature into the form for later use. 

 

 

Note 

 

Again, you can and should direct any and all questions in this area to either your field 

officer or the claims office in Sioux Falls. 

 

 

 

 


